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BAND GRADE  
NE 618  

DEPARTMENT: 
Fire 
 

ACCOUNTABLE TO: 
Fire Division Chief 
 

FLSA STATUS: 
Non-Exempt 
 

CLASS SUMMARY:   Incumbents are responsible for providing fire safety information and 
instruction to the community.  Duties include:  selecting instructional materials appropriate for 
programs and audiences, preparing funding/grant proposals for public and private funding, 
evaluating programs/classes, establishing program priorities, preparing and tracking program 
budgets, presenting educational programs and distributing informational materials. 
 
DISTINGUISHING CHARACTERISTICS:   The Public Education Specialist is a stand 
alone classification, distinguished from other administrative support classes in that the Public 
Education Specialist has the responsibility for educating the public on fire and life safety issues. 
 

 
DUTY 

NO. 
ESSENTIAL DUTIES: (These duties are a representative 
sample; position assignments may vary.  The job description 
does not constitute an employment agreement between the 
employee and the City and is subject to change as needs and 
job requirements change.) 

FRE- 
QUENCY 

 

    
 1. Prepares and presents educational programs to the public, 

schools and other community groups to include:  developing 
lesson plans, determining presentation methods, determining 
the target audience and selecting instructional materials.  

Daily 
 

 

    
 2. Develops informational and instructional materials for 

classes. 
Daily  

    
3. Schedules classes by determining the length of classes; 

determining dates, times and locations; and, notifying the 
public, schools or community groups.  

 Daily  

    
4. Writes and prepares written reports of programs ensuring 

classes are documented.  
Daily  
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DUTY 

NO. 
ESSENTIAL DUTIES: (These duties are a representative 
sample; position assignments may vary.  The job description 
does not constitute an employment agreement between the 
employee and the City and is subject to change as needs and 
job requirements change.) 

FRE- 
QUENCY 

 

    
5. Distributes and/or provides educational materials to the public, 

schools or other community groups. 
Weekly 

 
 

    
6. Assists in preparing budget requests for instructional and 

educational classes to include determining program 
development costs and delivery expenses.  Assists in preparing 
funding and grant proposals and identifies public and private 
funding sources. 

Monthly 
 

 

    
7. Assists in establishing program priorities, objectives and 

goals; assesses program effectiveness. 
Annually 

 
 

    
8. Performs other duties of a similar nature or level. As 

Required 
 

 
Knowledge (position requirements at entry): 
Knowledge of: 
• Funding sources; 
• Lesson plan concepts and theories; 
• Audio/visual equipment; 
• Presentation techniques; 
• Learning characteristics of age groups; 
• Area of instructional or educational presentations such as CPR, fire safety and water safety. 
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Skills (position requirements at entry): 
Skill in: 
• Establishing and evaluating program goals and objectives; 
• Preparing funding and grant proposals; 
• Identifying funding sources; 
• Teaching and/or providing instruction to all age groups; 
• Giving presentations; 
• Organizing and scheduling classes; 
• Using audio/visual equipment; 
• Using computers and related software applications; 
• Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the 

general public, etc. sufficient to exchange or convey information and to receive work 
direction. 

Training and Experience (position requirements at entry): 
High School Diploma or General Equivalency Diploma (G.E.D.) and five years experience 
providing safety education to the general public; or, an equivalent combination of education and 
experience sufficient to successfully perform the essential duties of the job such as those listed 
above. 
 
Licensing Requirements (position requirements at entry): 
Position requires: 
• Valid Arizona Driver’s License. 
 
Physical Requirements:   
Positions in this class typically require:  stooping, kneeling, crouching, reaching, standing, 
walking, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions. 
 
Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force 
frequently, and/or negligible amount of force constantly to move objects.  If the use of arm and/or 
leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits 
most of the time, the job is rated for Light Work. 
 
Classification History:  
Draft prepared by Fox Lawson and Associates LLC (clm) 
Date:  05/98 
Rev.:  07/07 (jls) 
 
 


